MAINTAINING YOUR CM/ECF ACCOUNT

The Utilities feature provides the means for users to maintain their account in ECF and to view
all of their ECF transactions.
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A. Your Account

This section of the Utilities feature provides the capability to maintain certain aspects of

a user’s ECF account with the Court and to view a log of all his or her transactions within
ECF.

1. Maintain Your Account

Click on the Maintain your Account hyperlink to open the Maintain User
Account information screen.

This screen displays all of the registration information that is contained within the
ECF database for the user’s account with the Court. This includes Bar
Identification and Bar status. USERS WILL BE REQUIRED TO UPDATE
THEIR INFORMATION, INCLUDING MAILING ADDRESS, PHONE
NUMBER AND E-MAIL ADDRESS WHENEVER THERE IS A CHANGE.



Criminal

Query
Maintain User Account
Last name '/are First name|Della
Middle name Generation
Gender v ATY Type| Al v
Title Typeaty
Bar number| 123456
Prisoner id
Office
Ut
Address 1145 South Strest
Address 1
Address 3
City Wilrmington State| DE Zip |19601
Country County v
Phone 3029559954 Fax
Initials DOB AO code End date
Civil ref style ¥ | Crimmal ref style v
Date sworn Status v
[ Email infarmatian... ] [ hore user infarmation... ]

2. Clicking on the [E-mail information] button opens the following screen

Criminal

Query
E-mail information for Della Ware

Primary e-mail address pella Waref lavfirm.com
Send the notices specified below
to my primary e-mail address

[] to these additional addresses

Send notices in cases in which I am involved

[ Send notices in these additional cases

%) Send a notice for each filing

O Send a Daily Summary Report

. @ html format for Netscape or ISP e-mail service
Format notices

O text format for cc:Mail, GroupWise, other e-mail service

[ Return to Account screen ] [ Clear ]




ECF will e-mail to parties their NEF based upon the information entered in this
screen. Perform the following steps to enter additional e-mail addresses for
individuals who ECF should notify regarding new case pleadings and documents.

a) From the screen depicted in below, enter a check mark by clicking on the
box to the left of the line, which reads “to these additional addresses”.
b) Enter the e-mail addresses of individuals to notify concerning ECF

activity. This data entry field has a capacity of 250 characters for
approximately ten E-mail addresses.

C) Stipulate the format of the ECF notices by selecting a choice from the
bottom of the screen.

d) To enter completely new information about a user account, select the
[Clear] button to clear the ficlds on this screen.
e) After updating the account information, click on the [Return to Account

screen] button to return to the Maintain User Account screen.

Criminal

F-mal mformation for Della A. Ware

Prinary e-mail address | de11a varedlay. com

Send the notices specified below

to my primary e-mall address

vill wingtondlavpractice.com #

to these additional addresses .
rson@someflrm. (M1}

Send notices m cases m which I am mvalved

[] Send notices in these additional cases

(¥) Send a notice for each filing

(O Send a Datly Sunmary Report

. () html format for Netscape or ISP e-mail service
Format notices

() text format for c:Mail, GroupWise, other e-mail service

[ Return to Account screen ][Clear]

Clicking on the [More user Information] button opens a screen that will permit
you to change your password. Once you’ve entered your new password, click on
the [Return to Account screen] button and press [Submit] to save any changes
that you have made.



